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Best Practices in Academic Recruitment 

 Recruitment Overview Refresher 

 Best Practices: Department Administrative Level 

 Best Practices: Candidate Engagement 

 Resources 

 Questions & Answers 



  
   

    
   

Housekeeping 

Please keep yourself 
muted during the 

presentation 

Ask questions in Please keep your 
chat camera on during the 

presentation 



  
 

  

Objectives: 

Increased understanding of:
• What is a successful recruitment? 
• Best Practices: Department Administrative Level 
• Best Practices: Candidate Engagement 
• Available Tools and Resources 

Past AP Info Session (10/24/2023):
Recruitment Overview 

https://ucdavis.app.box.com/s/4orji5iwrf21cuq8f6pgfb80m33raujo


Refresher: Life Cycle of an Open Recruitment 

5. Interview 
applicants 

4. Select 
applicants 

to 
interview 

6.Propose a 
Candidate 

8. Make an 
Offer 

2. Draft 
search plan 
& open the 

Recruitment 

Submit search plan & 
receive approval 

Submit shortlist(s) & 
receive approval: 

• “Recommended for preliminary 
interview” is for screening 
interview 

• “Recommended for interview” 
is for formal interview 

1.   Obtain 
Pre-approval 
from Dean’s 
Office & Pre-

work 

9. Conclude 
the 

recruitment 

3. Review 
applications 

Update applicant status 
(meet/do not meet) 

Add additional review 
periods as needed 

7. Draft a 
Tentative 

Offer Letter 
(TOL) 

IMPORTANT: 
• Add disposition reasons 
• Conflict of Interest Form 
• Evidence for Advertisement 

    

 

 
 

 

 

 
  

 

     

 
   

  

      
 
 

 

 
 

 

           

  
  

  
 

 

  

  
 
  

Submit TOL & receive 
approval 

Submit search report 
& receive approval 



   

   
 

   
   
    

    
  
 

    
 

   
  

Life Cycle of an Open Recruitment 

1. Obtain a pre-approval from the Dean’s Office & Pre-work 

Submit the search plan & receive approval 
2. Draft search plan & open the Recruitment 

3. Review applications 
4. Select applicants to interview 

Submit shortlist(s) & receive approval 
5. Interview candidates 
6.  Propose a Candidate 

Submit search report(s) & receive approval 
7.  Draft a tentative offer letter (TOL) 

Submit & receive approval 
8. Make an offer to the final candidate(s) 
9. Conclude the recruitment 



  

  
 

 
  

  
   

  
  

 
 

Best Practices in Recruitment Objectives: 

A recruitment involves… 
finding individuals whose skills, experience, and 
values align with the needs and goals of the 
Department, School of Medicine, and UC Davis 
Health. 

A successful recruitment is… 
the process through which we attract, identify, and 
select the best candidates who not only meet the 
academic and professional requirements, but it also 
ensures that we bring in individuals who contribute to 
the growth, diversity, and excellence to our University. 



    

  
  

What does a productive recruitment include? 

• Planning a search timeline 

• Outlining the expectations of the role in the position description 

• Recruiting a broad and deep group of candidates 

• Evaluating candidates fairly 

• Managing welcoming and informative campus visits 

Best Practices for Conducting Faculty Searches, Harvard University Faculty Development and 
Diversity Office, 2022 



   

  

     
     

     

      
     

        
 

     
    

Benefits of a productive recruitment 

A successful recruitment hiring process ensures: 

• Smooth Process: Saves time and money, ensuring efficient steps in recruitment. 
• Positive Candidate Experience: Builds strong rapport, ensuring candidates start 

on a positive note. 
• Continuous Improvement: Maintain effective elements, while adjusting for better 

efficiency. 
• Branding Impact: Recruitment success reflects positively on the Department, 

School of Medicine, and UC Davis overall. 
• Alignment with University Mission: Supports UC Davis's broader mission by 

ensuring high-quality hires. 
• Session Goal: Provide actionable tips to enhance your recruitment experience and 

that of your department. 



Best Practices at the Department Administrative Level 

5. Interview 
applicants 

6.Propose a 
Candidate 

8. Make an 
Offer 

2. Draft 
search plan 
& open the 

Recruitment 

Submit search plan & 
receive approval 

1.   Obtain 
Pre-approval 
from Dean’s 
Office & Pre-

work 

9. Conclude 
the 

recruitment 

3. Review 
applications 

Update applicant status 
(meet/do not meet) 

Add additional review 
periods as needed 

7. Draft a 
Tentative 

Offer Letter 
(TOL) 

4. Select 
applicants 

to 
interview 

Submit shortlist(s) & 
receive approval: 

• “Recommended for preliminary 
interview” is for screening 
interview 

• “Recommended for interview” 
is for formal interview 

IMPORTANT: 
• Add disposition reasons 
• Conflict of Interest Form 
• Evidence for Advertisement 

  

 

 

 
  

 

   

      
 
 

 

 
 

 

           

  
  

  
 

 

  

 
 

 

  

 
   

  

  
 
  

Submit TOL & receive 
approval 

Submit search report 
& receive approval 



Best Practices at the Administrative Level 
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Creating a Search Committee 

Submit search plan & 
receive approval 

2. Draft 
search plan 
& open the 

Recruitment 

Senate Faculty Recruitments
• Search committee chair must participate in STEAD 

workshop 

Non-Senate Faculty Recruitments 
• Search committee chair and members may complete 

the e-course training 

Research Track 
• The training is no longer required 

Event Management System 

https://ocpweb.ucdavis.edu/events/committee/certification.cfm


Reviewing Applications 

3. Review 
applications 

 

 

           

  
  

Update applicant status 
(meet/do not meet) 

Add additional review 
periods as needed 

Best Practices: 

• Review applicants within the same review period 

• Update candidate statuses 

• Add additional review dates 



  

 

 
 

 

 

 
 

 

  

 
   

  

Creating a Shortlist 

4. Select 
applicants 

to 
interview 

Submit shortlist(s) & 
receive approval: 

• “Recommended for preliminary 
interview” is for screening 
interview 

• “Recommended for interview” 
is for formal interview 

Two types of shortlists: 

1.  Recommended for preliminary interview
• Used when you would like to conduct a 

screening interview 

2.  Recommended for interview 
• Used for candidates you would like to invite 

for the formal interviews 



  

  

 

 
  

Proposing a Candidate 

Submit search report 
& receive approval 

6.Propose a 
Candidate 

Best Practices: 

• Upload a signed COI form for each review period 

• Upload all evidence of advertisements 

• Update all candidate statuses and provide disposition 
reasons 

• Search Committee’s Chair Survey 



  

 
 

 
 

  
 

 

  

Tentative Offer Letter (TOL) 

Submit TOL & receive 
approval 

7. Draft a 
Tentative 

Offer Letter 
(TOL) 

Timeline: 
• 24 business hours for the recruitment team review 
• 48 business hours for the TOL committee review 
• Allot 72 business hours total for TOL review and 

approval 

Minimize delays by checking: 
• Candidate requirements 
• Letter typos and errors 

Reminders: 
• Ladder Rank candidates require a misconduct check 
• Startup funds over $1 million requires provost

approval 



  

 

  
 

   
  

 

Process of Making an Offer 

SOM Offer Letter Generator 
8. Make an 

Offer Negotiations:
• If negotiating, mark the TOL as “rescinded,” and the 

system will create a duplicate letter for revision 

Declining an offer:
• “Terminate” the offer to stop the process completely 

Accepting an offer:
• Once signed, the system will automatically notify all 

parties (department staff, candidate, AP) 

https://somolg.ucdmc.ucdavis.edu/


Best Practices for Candidate Engagement 

5. Interview 
applicants 

4. Select 
applicants 

to 
interview 

6.Propose a 
Candidate 

Submit search report 
& receive approval 

8. Make an 
Offer 

Submit shortlist(s) & 
receive approval: 

• “Recommended for preliminary 
interview” is for screening 
interview 

• “Recommended for interview” 
is for formal interview 

1.   Obtain 
Pre-approval 
from Dean’s 
Office & Pre-

work 

9. Conclude 
the 

recruitment 

3. Review 
applications 

Update applicant status 
(meet/do not meet) 

Add additional review 
periods as needed 

7. Draft a 
Tentative 

Offer Letter 
(TOL) 

Submit TOL & receive 
approval 

2. Draft 
search plan 
& open the 

Recruitment 

Submit search plan & 
receive approval 

IMPORTANT: 
• Add disposition reasons 
• Conflict of Interest Form 
• Evidence for Advertisement 

   

 

 
 

 

 

 
  

 

  

 
   

  

      
 
 

 

 
 

 

           

  
  

  
 

 

  

   

  
 
  



 

  

 

     

 

Importance of Candidate Engagement 

1. Attracts Top Talent & Builds
Institutional Reputation 
(Department & University) 

2. Enhances Candidate 
Experience & Fosters
Long-Term Commitment 

3. Effective and Efficient 
Recruitment 



  

 
  

Preparing for Interview Day 

5. Interview 
applicants 

Itinerary with flight and hotel arrangements
• Length of stay (1 day or 2 days, overnight) 
• Lunch/Dinner with colleagues 
• Airport transfers 



 

 

Resources for Department 

5. Interview 
applicants 

Available resources (Recruitment Toolkit): 
• Sample Interview Questions & Schedule 
• Sample Candidate Evaluation Forms 
• Sample Email Templates for Interview Process 

https://health.ucdavis.edu/academic-personnel/contact-us/
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recCytgvzZuHFDnup?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recgqotyPCOcTN1mx?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recAIUsyb8IUkJDPQ/fldSOvSSTAFhPoOe4/attd0DAnSlbgQvcVJ?blocks=hide


 

 
  
  

 

Resources for Candidates 

5. Interview 
applicants 

Resources to consider sharing with candidates:
• Preparing for the Academic Job Talk 
• UC Facts and Figures 2023-24 
• UC Benefits of Belonging 
• UC Davis Health Vision, Mission, Values 

https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recHzoQmlwyxNrxuY/fldSOvSSTAFhPoOe4/attNDKTzVzqm6b6lp?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recxwkMO7SQDO08df/fldSOvSSTAFhPoOe4/attvhrmme67M0mLWo?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/rec8jl6UyqVAGEBG7/fldSOvSSTAFhPoOe4/att8WMQ2RaEli0ggr?blocks=hide
https://health.ucdavis.edu/about/


    

 

UC Davis Health: Join the Team 

UC Davis Health Join the Team 

https://health.ucdavis.edu/join-the-team/


  

 

 

UC Davis Health: Living in Sacramento Resources 

UC Davis Health: 
Living in Sacramento 
Resources 

https://health.ucdavis.edu/welcome/living-in-sacramento
https://health.ucdavis.edu/welcome/living-in-sacramento
https://health.ucdavis.edu/welcome/living-in-sacramento


 

 

 
 

 

Interview Process 

5. Interview 
applicants 

Fair Interview Practices 
• Consistency amongst

candidates 

Best Practices during 
interview: 

• Highlight Department
and UC Davis Health 
strengths 



 

 
 

 

 

      
   

Hiring Incentives 

8. Make an 
Offer 

Hiring Incentives* 
• Capital Resource Network (CRN) 
• Faculty Recruitment Housing Allowance (FRA) 
• Zero Interest Supplemental Home Loan (ZIP) 
• Partners Opportunity Program (POP) 
• Work Life Balance Program 
• Startup Funds 

*Changes may affect these programs occasionally; check on the 
latest hiring incentives with your AP recruitment analyst 

https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recKfa5471SyXAXbA/fldSOvSSTAFhPoOe4/attn4bn2oskDKjYj8?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recranDzwgpNhes9l?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recYZLlovnuEe0bzQ?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recArH7LzzDGIVzOh?blocks=hide
https://airtable.com/appUL7qPYEmEUfAMK/tbl4RIkXlPfjHOLag/viwePjkhVvfYi270K/recLpY9VozZgPyQZ1?blocks=hide
https://aadocs.ucdavis.edu/policies/apm/apm-760.pdf


  

  

 
 

 

Onboarding Best Practices: 

• Provide clear and open 
communication, effective training, 
feedback, and ongoing support. 

• Provide a variety of opportunities 
that foster belonging and 
integration with their peers and 
people from other areas that 
frequently connect with their 
position. 



  

 

 

 

Onboarding Best Practices: 

• Match your new faculty with an 
onboarding buddy and/or mentor 
for guidance in understanding 
and navigating the department 
and university. 

• Encourage exploration of and 
participation in campus activities 
and community groups. 

• Consider connecting them with 
the Capital Resource Network. 



 

    
 

   
 

 
  

AP Recruitment NEW Features 

1. NEW! Transparent View of 
Academic Recruitments 

2. NEW! Recruitment Request
and Notification Portal (&
Status View)

Link to the Portal 

https://airtable.com/appA6CW8qsKhvqqe0/shrk00A7FUJ38Yzkg


 
 

New Employment 
Disclosure Requirements 

Effective January 2025 



 

 
 

   
    

 
     

Resources 

Recruitment Toolkit: 
 Administrators and Managers View 
 Department Chair View 
 Principal Investigator View 
 Search Committee View 

Department Level Search Guide 
 step-by-step guide of conducting an open recruitment 

AP Recruitment Analysts 
 Department support list by team 

https://health.ucdavis.edu/academic-personnel/administrative-resources/administrators-managers/recruitment/
https://airtable.com/appUL7qPYEmEUfAMK/shrQAt0mz0mzJAKWa/tbl4RIkXlPfjHOLag/viwfp5sa66hgsxTjp/recjAUqoyeOEmAqcy
https://health.ucdavis.edu/academic-personnel/contact-us/


Recap/Review 

5. Interview 
applicants 

4. Select 
applicants 

to 
interview 

6.Propose a 
Candidate 

8. Make an 
Offer 

2. Draft 
search plan 
& open the 

Recruitment 

Submit search plan & 
receive approval 

Submit shortlist(s) & 
receive approval: 

• “Recommended for preliminary 
interview” is for screening 
interview 

• “Recommended for interview” 
is for formal interview 

1.   Obtain 
Pre-approval 
from Dean’s 
Office & Pre-

work 

9. Conclude 
the 

recruitment 

3. Review 
applications 

Update applicant status 
(meet/do not meet) 

Add additional review 
periods as needed 

7. Draft a 
Tentative 

Offer Letter 
(TOL) 

IMPORTANT: 
• Add disposition reasons 
• Conflict of Interest Form 
• Evidence for Advertisement 

 

 
 

 

 

 
  

 

     

 
   

  

      
 
 

 

 
 

 

           

  
  

  
 

 

  

  
 
  

Submit TOL & receive 
approval 

Submit search report 
& receive approval 



Questions 



    

  

Upcoming Session-Tuesday, February 25th 12-1pm 

Thank you for your attendance today! 
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